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Account Codes Working Draft

ACCOUNT CODES

ADDING NEW ACCOUNT CODESADDING NEW ACCOUNT CODESADDING NEW ACCOUNT CODESADDING NEW ACCOUNT CODES

NOTE: Account codes that the EAS Administrator had previously entered may be found in the Account File
Management Browser.

EAS Desktop

To add new account codes, click  on the desktop menu bar.  Or, select “Research,” “Accounting,”
and “Acct Codes” from the desktop menu bar.
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Account File Management Browser

Click on  icon or select "File" and "New" from the Account File Management Browser menu bar.

Accounting Data Screen

Enter the following information:

Group Name: Enter title corresponding to the account.
Group No./Identification: Leave as is.
Account: Double-click for breakdown of Accounting and Appropriation.
BOC: Leave blank.
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Accounting Code Data Entry Screen

Enter the following information:

Accounting Classification Codes

Account Code Length Example
ACT#: 9 P12345678
Fund Code: 4 192X
Org Code: 8 P0625114
Budget Activity: 2 54
Object Class: 2 25
Function Code: 3 NL1
Cost Element: 3 516
Project #: 8 RCA21154
CC-A: 8 N9052333
Work Item: 3 415
CC-B: 8 CA0154ZZ

NOTE:  If portions of the above accounting classification codes are not needed, the users must leave blank spaces in
their place by pressing the <Tab> key to bypass N/A blocks.

When complete, click  .

EDITING ACCOUNT CODESEDITING ACCOUNT CODESEDITING ACCOUNT CODESEDITING ACCOUNT CODES

To edit or change the account code, click  icon.  Or select "File" and "Open" from the Account File
Management Browser menu bar.

Double-click on the “Acct Code” block for a breakdown of Accounting and Appropriation.  After
correcting the entry, click  .
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ADDING ACCOUNT CODES IN ACCOUNT SUMMARYADDING ACCOUNT CODES IN ACCOUNT SUMMARYADDING ACCOUNT CODES IN ACCOUNT SUMMARYADDING ACCOUNT CODES IN ACCOUNT SUMMARY

Customer Requisition Summary Screen

Click on “Account Summary.”

Account Summary Management Screen
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To enter multiple account lines, click on the  icon on the menu bar to bring up the Account Code
Summary Screen.

Account Code Summary Screen

Click on the  icon to search for default account lines, or double-click the account line for funds
distribution.  Press the <Tab> key to the default percentage and enter 100% or percentage greater
than 0.00% (zero).  Click   .   For additional account lines, repeat the steps above.

DELETING ACCOUNT CODESDELETING ACCOUNT CODESDELETING ACCOUNT CODESDELETING ACCOUNT CODES

EAS Desktop
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To delete account codes, click  on the desktop menu bar.  Or, select "Research" from the desktop
menu bar and select "Accounting" and "Acct Codes" from the drop-down menu bars.

Account File Management Browser

To delete an account file, click on the  key.  Or select "File" and "Delete" from the Account File
Management Browser menu bar.

Question Pop-Up Screen

Click “ Yes” to confirm, or “No” to cancel.

Deletion Comment Screen

After entering a deletion comment, click on the <Enter> key.
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Account Summary Management Browser

When all the entries in the Account Summary Management Browser are complete, click on the  button.
EAS will return to the Customer Requisition Summary Screen.

Customer Requisition Summary Screen

Mark the box next to “Account Summary” to show completed work (optional). Continue the
procurement process by clicking on “Line Items.”


